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REVISIONS FIRST APPREARING IN THE 2015-16 FACULTY HANDBOOK
The following title changes have been made throughout the Faculty Handbook, and are not individually listed here:
Vice President for Advancement Development
Associate Assistant Vice President for Finance and Controller
Associate Assistant Vice President for Human Resources
1.4.2.4 Chairpersons of Undergraduate Departments Department Chairs
The chairpersons of departments that are composed of undergraduate faculty Department
Chairs are appointed by the Dean of the School for a three-year term, normally after
consultation with at least the senior members (i.e., full professors and tenured members) of the
department and the Vice Provost for Undergraduate Academics. Department chairpersons
Chairs may be reappointed by the Dean after confidential evaluations have been solicited from
all members of the department and consultation has taken place with all senior department
members and others whose opinions the Dean deems may be helpful. The terms of the
department chairpersons should be staggered so that approximately one-third are considered
for reappointment each year.
A Chair is a ranked faculty member, typically with tenure, chosen to provide
collaborative leadership to academic departments by integrating their unit across the
College, taking responsibility to ensure the integrity and quality of the SMC educational
experience, and promoting productive and professional working relationships. The
duties listed below reflect general areas shared by all department chairs. These duties
are sometimes delegated to others, as appropriate.
Duties of a Department Chairperson, Undergraduate Department Chair
1. Departmental Organization
a.
Organize instruction (course assignment, course scheduling) and develop instruction
(new courses, teaching effectiveness) within the department for the academic year;
b.
Ensure that the College's policy on final examination scheduling is followed by faculty;
c.
Hold regular monthly, minuted departmental/program meetings, the minutes of
which are sent to the Dean;
d.
Discuss with candidates the criteria for tenure and promotion; under teaching
effectiveness include the candidate's policies and standards on grading, homework, and
examination/papers;
e.
Prepare description and evaluation of departmental/program curricula for the Program
Review Committee or appropriate School committee; Ensure timely completion of the
Program Review and Assessment process and accreditation documents, as applicable;
f.
Consult in a spirit of cooperation with departmental/program members on matters of
their own practice and of general departmental interest. (For the chairperson’s procedure when
a department member is being reviewed by the Rank and Tenure Committee, see section 2.6.2,
Rank and Tenure Procedures.);
g.
Submit department/program budget proposals and exercise control over expenditures
in the approved budget;
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h.
Recruit new faculty members, maintain records and complete such reports on
applicants as are required by the Human Resources office;
i.
Review the performance of adjunct and visiting faculty and lecturers, based on criteria
to be established by the Dean of the School, which may include classroom visitations and the
general student questionnaire.
j.
Hear, ascertain the validity of, and respond to concerns and complaints that
may be received from members of the department or from students who are taking
courses in the department;
k.

Oversee the student recruitment and admissions process, as appropriate;

l.

Ensure that students in the department are being appropriately advised.

2. Faculty Management
a.

Manage the process of hiring new ranked faculty;

b. Recruit, and review the performance of, adjunct and visiting faculty and lecturers, based
on criteria established by the Dean of the School and the faculty handbook (2.4.1-9);
c. Manage a process of regular class visitation of departmental members: submit written
evaluations of class visits to evaluated faculty and to their departmental files, and
consult with faculty over their evaluations;
d. Review and discuss the implications of student and peer evaluations with all
department faculty.
3. Rank and Tenure Review
It is the responsibility of the chairperson to:
a.
Familiarize himself/herself with and follow the procedures of the Rank and Tenure
Committee as these pertain to the chairperson;
b.
Maintain a current file for each member of the department with relevant material of
candidates for rank and tenure review; keep informed on candidates subject to interim review,
those eligible for tenure, and those eligible for promotion; collect appropriate materials to be
presented to ranked members of the department to assist them in their evaluation of the
candidates;
c.
Be responsible for the timely placement of the departmental forms in the candidate's
rank and tenure file and of the formal letter from the chairperson for candidates subject to
interim review, and of any appropriate letters of recommendations on candidates (see section
2.6.2, Rank and Tenure Procedures see Rank and Tenure Procedures, section 2.6.2.2);
d.
Visit the classrooms of faculty moving toward tenure and being considered for
promotion at least once per term. For faculty moving toward tenure, a second
classroom visit by a ranked faculty member (who may or may not be the chair) is
expected each term.

194

e.
Review student evaluations of the candidates, especially the opinions of departmental
majors;
f.
Make written departmental rank and tenure recommendations on candidates, in
consultation with ranked members; report objectively any recommendations of ranked
members which are different from those of the chairperson, submitting those directly to the
Rank and Tenure Committee; share and discuss these written recommendations with the
candidate prior to submitting them to the Rank and Tenure Committee;
g.
Submit appropriate written class visitation evaluations from the candidate's
departmental file to the candidate's rank and tenure file.
3. Teaching Effectiveness
a.

Class visitation of departmental members:

i.
For faculty moving toward tenure, a minimum of two classroom visits per term, at least
one by the department/program chairperson, is expected.
ii.

Faculty being considered for promotion must be visited by the chairperson.

b.
Written evaluation of class visitation: The visitor is required to submit a written
evaluation of the visit to the faculty member and then to consult about the evaluation with
him/her. A copy of the evaluation is to be placed in the departmental file. The Chairperson will
attach these written evaluations of the visits to Form B as an integral part of Form B in the case
of a promotion or tenure review. Similarly, in the case of an interim review, the written
evaluations of class visitations will be attached to the written review of the candidate’s
performance submitted by the department chairperson (see 2.6.2.2.1 (2)) as an integral part of
that written review.
c.
Student evaluation questionnaire: Discuss with and make recommendations to
departmental faculty concerning student evaluation questionnaires that provide a perspective of
teaching effectiveness which complements peer evaluation.
d.
Hear and ascertain the validity of complaints that may be received from members of
the department or from students who are taking courses in the department /program.
4. Authority (beyond the items listed above)
a.
To recommend to the Dean, as appropriate, the reappointment or non-appointment of
departmental/program faculty;
b.
To call departmental/program meetings and to establish departmental/program
committees;
c.
To assign courses and schedule courses of instructors in the spirit of cooperation with
them;
d.
To initiate procedures deemed necessary for the good of the department/program (e.g.,
for the dismissal of an instructor);
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e.
To visit classes and to delegate tenured members of the department/program to do so;
class visitations (day and time) are with the instructor's permission;
f.

To exercise the power of veto over departmental/program decisions;

g.
Limitations on the chairperson's authority of Authority: major changes (e.g. personnel
policies, major requirements, composition of the major, interdisciplinary requirements) may be
undertaken only with the approval of the Dean and others if necessary. Chairs are bound by
all college policies pertinent to their departments.
1.4.7

VICE PRESIDENT FOR MISSION
The Vice President for Mission reports to the President and is responsible for promoting
among faculty, students and staff and others associated with Saint Mary’s College an
understanding of and commitment to the liberal arts, Catholic and Lasallian Mission of the
College through curricular and co-curricular activities including the annual Academic
Convocation. Other responsibilities include facilitating communication among Institutes,
Committees, Centers and other SMC entities whose work is dedicated to furthering the Mission
for the purpose of collaboration among these groups and for informing the College about the
distinctive nature of their mission and how it contributes to building a community that animates
the Mission. The Dean for Mission and Ministry and the Coordinator for Mission report to the
Vice President. The Vice President collaborates with the De La Salle Institute of the District of
San Francisco, the US/Toronto Region and International Institute to provide opportunities for
active participation in the Lasallian world. The Vice President is a member of the President’s
Cabinet, the Budget Committee, the John S. Cummins Institute, and the College Committee on
Inclusive Excellence, and the Social Justice Coordinating Committee.

1.7.2.3 Sustainability Committee

-

Membership:
Alumni Representative appointed by the Vice President for Advancement
Associated Students of Saint Mary’s College President or Designee
Campus Facilities Planning Committee Chair or Designee
Chief Technology Officer or Designee
Christian Brother Representative appointed by the President
Council of Deans Representative appointed by the Provost
Executive Director of Facilities Services or Designee
Faculty Representative from each School appointed by the Dean of each School
Food Service Director or Designee
Social Justice Coordinating Committee Chair or Designee
Staff Council Chair or Designee
Vice Provost for Enrollment and Vice President for Communications or Designee
Vice Provost for Student Life or Designee
Other Members of the Campus or External Communities at the Discretion of the President

1.7.2.4 Institutional Effectiveness Committee
Role: The Institutional Effectiveness Committee aims to ensure the use of research-based
planning and assessment as well as systematic and continuous review of the College’s programs
and services, to measurably demonstrate that the College is fulfilling its mission.
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-

-

The Institutional Effectiveness Committee is charged with the following:
Organize and provide assessment of the strategic objectives.
Lead work connected to the next strategic plan (2012-2017), including assessment of Strategic
Plan 2007-2012, community involvement, and the use of other diagnostic tools.
Organize work related to WASC accreditation, including preparation for and writing of the
WASC Institutional Proposal, Preparatory and Capacity Review, and Educational Effectiveness
Review.
Oversee the administrative departmental review process.
Facilitate the Strategic Initiative Fund request process and prepare recommendations for the
President’s Cabinet.
Communicate regularly to College community regarding strategic planning and accreditation.

1.7.3.8 Human Research Institutional Review Board
Role: The Human Research Institutional Review Board (IRB) meets at least twice a year and
regularly notifies the College community at-large concerning the responsibilities of faculty,
student or administrative researchers whose projects involve biological and/or behavioral
research using human subjects, in order to ensure that the procedures followed safeguard the
rights and welfare of research subjects and comply with federal regulations.
[No Change in Duties]
Membership:
- two ranked faculty members from the School of Science
- one two ranked faculty members from the School of Liberal Arts
- one ranked faculty member from the School of Economics and Business
Administration.
- one two ranked faculty members from the School of Education preferably with one
member from the Ed.D. program.
- at least one member from off-campus who is not a part of the immediate family of a person
who is affiliated with the institution (Code of Federal Regulations 46.107(d)), ex-officio,
appointed by the President
- the College’s General Counsel, ex-officio, or other designee appointed by the President
- the Director of Institutional Research, ex-officio
The committee will consult with the College’s General Counsel as needed.
Members from the School of Science, School of Liberal Arts, School of Economics and
Business Administration, and School of Education serve as liaisons/contact persons to
inform and consult other faculty/students in the school.
The Human Research Institutional Review Board elects its chairperson annually from among its
membership of faculty members with tenure to the College. Additional participants may be
invited to advise the Committee as needed (e.g. The College’s Environmental Health and Safety
Manager).
All faculty members of the Committee are ranked faculty with suggestions for appointment
made by the Deans of their Schools and formal appointment made by the Institutional
Official (IO), the Provost. They are appointed for three-year terms, which must be staggered.
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Meetings: The Human Research Institutional Review Board meets as frequently as necessary, but
at least twice per year. typically, once every two weeks for 90 minutes during academic
semesters and once per month during academic breaks.
1.7.3.12

Social Justice Coordinating Committee
Role: The Social Justice Coordinating Committee (SJCC) is responsible for developing a unified
vision and implementing a plan for integrating a social justice ethos across the curricular and cocurricular experience at Saint Mary’s College.

-

-

Primary Activities:
Facilitate communication and coordination among different civic engagement and social justice
programs, activities, and initiatives.
Strengthen the coherence of undergraduate and graduate social justice education across the
academic and student life areas.
Foster campus conversations by organizing/sponsoring one campus-wide forum and other
smaller cross-disciplinary forums annually.
Develop and implement on-going benchmarks, inventory, assessment strategies of social justice
activities and accomplishments with the Office of Institutional Research, CILSA, and Core
Curriculum.
Develop, propose, and coordinate an approved action plan to promote the curricular, cocurricular, and administrative/institutional mission related to social justice.
Submit an annual written report containing recommendations for enhancing social justice
programming college-wide to the Academic Senate, Provost, Vice Provost for Undergraduate
Academics, the Vice Provost for Graduate and Professional Studies, and the President.
Membership:
The elected faculty members of the Committee serve two-year staggered terms; they are elected
from the tenured roster and must satisfy the qualifications for election (see section 1.6.1.1.4
Faculty Qualifications for Election). Staff representatives are selected/appointed by their
respective administrator. The Social Justice Coordinating Committee Chair must be a member
of the committee and must be appointed by the Provost through the recommendation of
committee members. The Chair appointment is for two years. The committee is comprised of
one faculty/staff representative from the following:
Each school (4)
CILSA
Student Life
Mission and Ministry
Athletics
Staff Council
International Programs
January Term
Honors Program
Graduate Leadership Program
A minimum of two student representatives (one recommended by Student Life Staff and/or
one “at-large” recommended by/representing ASSMC – each serving a one-year term)
The Chair has the authority to invite members of the campus community to committee
meetings when appropriate.
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Meetings: The Social Justice Coordinating Committee meets on a monthly basis (except for
January) during the undergraduate academic year. Meetings are called on a schedule determined
by the chair.
1.7.4.5 Undergraduate Educational Policies Committee
2. The Undergraduate Educational Policies Committee creates and disseminates to all faculty
guidelines for the development of “experimental course offerings” by departments and Schools.
These guidelines include criteria for assessment after one at least two and no more than two
three offerings. All individual course approvals should be based on both the guidelines and the
way in which the course serves the overall curriculum of the department or program. The
Committee encourages a dialogue and collegial relationship with individual instructors and with
departments and programs concerning the planning of curriculum. Individual instructors
proposing courses or representatives of departments and programs may request a meeting with
this Committee to discuss a proposal under consideration.
Membership: This Committee is composed of eleven voting members:
chairperson (tenured faculty member who has taught at least six undergraduate courses
during the previous three academic years)
vice-chairperson (tenured faculty chairperson elect, who has taught at least six
undergraduate courses during the previous three academic years)
liaison senator serving a one year term, renewable
three five ranked faculty members who have taught at least six undergraduate courses
during the previous three academic years, one elected from each of the Schools of Liberal Arts,
Science, and Economics and Business Administration, and two at-large, elected for two-year,
staggered terms
two faculty members at-large, elected for two-year, staggered terms from the
ranked faculty
Director of Collegiate Seminar
Director of January Term
Member of the Library professional staff
1.7.4.8 Admissions and Academic Regulations Committee
Role
c. academic regulations (academic credit, grading standards, appropriate number of class hours
for courses and laboratories, student academic honesty policy, academic probation and
disqualification, and graduation requirements) [closing parenthesis added] for all undergraduate and
graduate and professional studies programs;
1.7.4.12 Collegiate Seminar Governing Board
Ex officio and voting, the Director of the Collegiate Seminar (Chair), the Director of the
Collegiate Seminar’s Informal Curriculum, the Director of the Center for Writing Across the
Curriculum or designee chosen in consultation with the Chair of the Collegiate Seminar
Governing Board, the Collegiate Seminar’s Liaison with the Critical Perspectives Program.
1.7.6.4 Employee Benefits Advisory Committee
Membership:
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2.8.1

Committee members shall serve one-year terms and are encouraged to serve additional terms to
assure continuity of decision-making and the development of institutional memory. The
membership shall include:
Associate Assistant Vice President, Human Resources, Committee Chair Co-Chair
Associate Assistant Vice President for Finance and Controller
Faculty Welfare Committee Members
Staff Council’s Compensation and Benefits Committee Members
Benefits Specialist
Director of Benefits
Provost or designee
Vice President for Finance , Committee Co-Chair
RESIGNATION
Resignation with Notice
A faculty member may resign his/her appointment, usually effective at the end of the current
term. academic year. The faculty member should give notice in writing of his/her intention to
resign as soon as possible, but not later than June 1.
Resignation by Default
Resignation of a faculty member is presumed if the annual letter of appointment is not signed
and returned to the Assistant Vice President of Human Resources within the time stipulated in
the letter of appointment.

2.10.1.1 Definition [of Sabbatical Leave]
The primary purpose of sabbatical leaves is to provide faculty an opportunity for intellectual
enrichment and growth. Designed to enable faculty to pursue professional development more
intensively than is normally possible, sabbatical leaves are an investment of the College in its
academic future and reputation.
Sabbatical leaves may be awarded for various reasons related to scholarly growth, development,
or renewal, including creative endeavors that promise to enhance the professional effectiveness
of the applicant. Typical sabbatical undertakings include, but are not limited to, activity that
enhances one's teaching and research pursuits, writing, work related to the visual and
performing arts (creation or performance), post-terminal degree study, and travel abroad for the
purpose of study or research (see section 2.6.1 Statement on Criteria for Promotion and Tenure,
subsection Scholarly Interests and Pursuits).
Sabbatical leaves provide a 3/6ths reassignment from teaching, which may be taken
during either a half-year or a full-year. The calendar parameters for traditional undergraduate
and graduate sabbaticals shall be the regular academic year as determined by the undergraduate
calendar. Faculty teaching on the undergraduate calendar shall receive the reassignment
during a long semester, including January Term if desired. For faculty teaching on an
academic calendar different from the traditional academic calendar, all efforts shall be made to
provide the equivalent time free from service as that granted to traditional undergraduate
faculty.
Half-year sabbatical leaves carry full salary and benefits. Full-year sabbatical leaves
carry full medical, dental, and vision benefits, 3/6ths salary and pro-rata contributions
to retirement, life insurance, Worker’s Compensation, and long-term disability.
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Christian Brothers awarded a sabbatical should arrange an appropriate stipend with the
President.
2.10.1.3 Review [of Sabbatical Leave]
Sabbatical awards are made to faculty upon the formal recommendation of the Chairs of the
Undergraduate Educational Policies Committee (UEPC) and the Graduate and Professional
Studies Educational Policies Committee (GPSEPC), representing the views of the members of
those committees, and with the final approval of the Provost and the President. Full-time,
tenured faculty submit their applications to the Office of Academic Affairs. Sabbatical leaves
carry 3/6ths salary for the year or full salary for a half-year absence (includes January Term).
Christian Brothers awarded a sabbatical should arrange an appropriate stipend with the
President.
2.14.7 RETIREMENT
5. Five Year Retirement Medical Benefit:
ii. Benefit: For eligible employees and their spouses, the College will continue to pay the
current applicable active employee premium (which changes each year) for up to five (5)
years. Once a retiree attains age 65, he/she will be required to enroll in a Medicare
Supplement Program, and any premium charges above the allotted active employee rates
shall be paid by the retiree, billed on a monthly basis and will be terminated for non
payment.
2.15.2 Salary Scale for Ranked and Adjunct Faculty
SAINT MARY’S COLLEGE
FULL-TIME FACULTY SALARY SCALE
2015-2016
Step

Assistant I

Assistant II

Associate I

Associate II

Professor

1

60,417

63,905

74,634

78,935

100,444

2

62,229

65,822

76,874

81,303

102,453

3

64,095

67,788

79,180

83,741

104,501

4

66,018

69,822

81,555

86,254

106,591

5

68,000

71,916

84,003

88,842

108,724

6

70,039

74,073

86,522

91,507

110,898

7

113,116

8

115,379

9

117,686

10

120,040
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Step

Assistant I

Assistant II

Associate I

Associate II

Professor

1

58,944

62,347

72,814

77,009

97,994

2

60,711

64,216

74,999

79,320

99,954

3

62,532

66,135

77,249

81,699

101,953

4

64,408

68,119

79,566

84,150

103,991

5

66,341

70,162

81,954

86,675

106,072

6

68,331

72,267

84,412

89,275

108,193

7

110,357

8

112,564

9

114,816

3.1.3.1 Undergraduate Final Examinations and Papers
Final examination week is part of the 15-week Undergraduate academic term. Faculty may not
require of students the completion of final examinations, final papers or projects in lieu of
examinations, at any time through the last day of regularly scheduled classes, i.e., no such final
requirements (exams, papers or projects) may be imposed before the end of the last regular
class meeting of the term. During final exam week, students may not be required to submit final
papers, projects, or take-home exams before the time at which the class's final exam would have
been given according to the posted schedule, nor should these materials be submitted after that
scheduled time has passed. Faculty who do not conduct a final exam will are expected to use
the scheduled time for a final class meeting. Department chairpersons have the responsibility to
see that the above policy is maintained. Copies of final examination questions should be given
to the chairperson for departmental files. Final examination papers or term papers given in lieu
of final examinations may be returned to the student or should be kept on file by the instructor
for at least one year. Both final examinations and term papers are the property of the College.
3.1.7

UNDERGRADUATE CREDIT-HOUR POLICY

3.2.2

UNDERGRADUATE SUBMISSION OF GRADES
All faculty are required to submit mid-term grades (when applicable) and final grades. Gradereporting forms are available in the Registrar’s office at the beginning of mid-term and final
examination periods. Faculty are expected to submit grades by the deadline set by the Registrar.
Since mid-term grades serve as a progress report (and do not appear on the student’s permanent
record), instructors are expected to utilize the code numbers with unsatisfactory grades (D, F) as
an indication to the student of specific deficiencies. The Registrar’s office advises the Dean of
the School when grades are not submitted at the mid-term period.

3.2.3

UNDERGRADUATE FINAL EXAMINATION SCHEDULING
In order to reduce the possibility of a student's having several hours of examination on the
same day, faculty are required to conduct such examinations in accordance with the following
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schedule of final exam week. Final exams for courses meeting at 6:00pm or later, or in
times not identified in the schedule below, will take place on the first meeting date and
time of finals week in their assigned room.
3.2.4

CLASS SCHEDULE CHANGES
Faculty must advise the Registrar immediately if they make any change in their class scheduling
(time or location). It is essential, in case of emergency, that the Registrar and other College
offices be able to locate a student or faculty member quickly. Classroom assignments are
registered on a master list and are printed on each student's schedule. When a classroom
location is changed or there is a change in the hours the class is taught, unless the Registrar is
notified, it becomes difficult to locate the faculty member or student in case of emergency.

3.4.1

FACULTY COMPUTING SUPPORT
The Information Technology Services department (ITS) provides support for campus
information technology to faculty, staff and students. It furnishes hardware support, including
recommendations, configuration and installation, problem diagnosis, and software support,
including recommendations and installation, general trouble-shooting and ongoing training
drop-in support and training via multiple “Tech Bar” locations. ITS also maintains several
faculty resource facilities in various locations on campus offering computer services in support
of the academic mission of the College. For further information contact ITS.

3.4.2

SAINT ALBERT HALL ACADEMIC COMPUTING FACILITY
The Saint Albert Hall Academic Computing Facility provides PC and Macintosh workstations
for use by registered Saint Mary's undergraduate and graduate students. The purpose of this
laboratory is two-fold: to provide computer-based hardware and general productivity software,
e.g., Microsoft's WORD, EXCEL, and PowerPoint, for students to complete course work
assigned by their instructors and, secondly, to make available to students computer-based tools
to enhance research and scholarly endeavor via the Internet, WWW, and external databases.
Various communications applications, such as E-Mail, are available in the Academic Computing
Facility.
Laboratory monitors “Tech Bar” staff are on duty in Saint Albert Hall to ensure that
workstations, printers, and network connections are functioning properly. In addition, Tech
Bar staff work with other staff in ITS to lab monitors ensure that standard application
software is working correctly and assist students if application commands do not function
properly. Tech Bar staff Lab monitors are not expected to instruct students in the use of
application software. The Academic Computing Facility’s hours of operation are the same as
those of the Library. As student need and classroom availability dictate, electronic classrooms in
Garaventa Hall are opened and operated in a fashion similar to that observed by the Academic
Computer Service Laboratory Computing Facility in the Library.

3.4.4

ELECTRONIC CLASSROOMS
The Saint Albert Academic Computing Facility provides PC and Macintosh workstations for
use by SMC students, faculty and staff. The purpose of the facility laboratory is to provide
access to standard computer hardware and standard application software, e.g. Microsoft Word,
Excel, and PowerPoint, SPSS etc. The Macintosh computers in the laboratory facility provide
the same software applications as found in dedicated multimedia labs on campus, such as the
Art Lab and Garaventa 250. One workstation has been reserved for students with disabilities
and has special application software installed. There are also high volume black and white laser
printers in the Academic Computing Facility as well as a color laser printer.
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The hours of the Academic Computing Facility may vary throughout the year. Please check the
ITS web site (www.stmarys-ca.edu/it-services), or call the ITS Service Desk at (925) 631-4266 if
you have any question about the availability of the facility. laboratory. The ITS Service Desk is
responsible for the Academic Computing Facility and for all other computer labs and
technology enabled classrooms across campus.
3.4.7

INTERNET ACCESS
ITS provides a high-speed connection on campus to the for all members of the College
community. In conjunction with the Office of College Communications, ITS also maintains the
College web site, www.stmarys-ca.edu, and an internal web site, my.stmarys-ca.edu, used for
information, discussion, and services of interest to the Saint Mary’s College community.

4.2.5

TELEPHONE CALLS
Individual Voice Mail is provided to all faculty and staff, even when a phone is shared. Voice
Mail must be set up by the user initially in order to function correctly. Instructions in the set-up
and use of Voice Mail are available from the office of Telephone Services IT Services
Department and on-line on www.stmarys-ca.edu SMCnet, under the Telephone IT Services
heading.
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